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Slide 2 - Objectives

Objectives

In this section, you will learn howy to create a unit
transfer transaction using the MITAS Internet
Froperty Management site. An interactive
simulation will show you how to complete this
task.

Text Captions

Section One

Objectives
In this section, you will learn how to create a unit transfer transaction using the MITAS Internet Property

Management site. An interactive simulation will show you how to complete this task.

Notes

Page 2 of 37



MITAS Online Learning Module Creating a Unit Transfer Transaction

Slide 3 - Scenario

Scenario

Doug, a property manager calls you Creating a Unit Transfer
' Transaction

"Hi Becky, | need fo create a unit
transfer for Mias Manor an the MITAS
infernet Properfy Management sife for
the first time. How do | oo this?"

Let's find out how we can help Doug.

Doug at his desk

Text Captions

Scenario
Doug, a property manager calls you...

"Hi Becky, | need to create a unit transfer for Mitas Manor on the MITAS Internet Property Management site for
the first time. How do | do this?"

Let's find out how we can help Doug.

Notes
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Slide 4 - Concept

How to Create a Unit Transfer

It i= easy to create 3 unit transfer
transaction using the MITAS Internet

Froperty Management site. n order to B F'":””‘: — LR T L
. . . . Ao L
do this, wou must first login as either a
Property Manager or Property Rt P e | (R |
Manager = Compliance. Froparty: Hitds Hamsa: MIIAS MANLH
Swalem Help Fropierty Sildres: Fhone Hasedeer: | Lxn

, S bl T e A in e
Then you retrieve the property from UL AT R T T el
the PropertylProject screen. You

Fowsd Yoa- Frat 4962 L,-_

choose the Move-InlMove-Out
option, and then the corresponding
Building and Unit. MNext, wou input
the date, target bhuilding and target unit
for the Unit Transfer.

Pinjast g [

Property/Project screen

Text Captions

How to Create a Unit Transfer

It is easy to create a unit transfer transaction using the MITAS Internet Property Management site. In order to do
this, you must first login as either a Property Manager or Property Manager - Compliance.

Then you retrieve the property from the Property/Project screen. You choose the Move-In/Move-Out option,

and then the corresponding Building and Unit. Next, you input the date, target building and target unit for the
Unit Transfer.

Notes
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Creating a Unit Transfer Transaction
The follmwing simulation takes you through
the steps needed to create a unit transfer
transaction using the MITAS Internet Property
Management site. You will be shown the
appropriate steps to folloe.

Text Captions

Simulation

Creating a Unit Transfer Transaction
The following simulation takes you through the steps needed to create a unit transfer transaction using the
MITAS Internet Property Management site. You will be shown the appropriate steps to follow.
Notes
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Address | @] pbout:plank Highlight o
AN
Select the Address text box.
Type inthe web site address
of the MITAS Internet Property
Management site.
Text Captions

Select the Address text box. Type in the web site address of the MITAS Internet Property
Management site.
Notes
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Address | g M—D{}—"h
Fress Enter key
Text Captions
Press Enter key
Notes
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Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

The MITAS Internet Property Management Login page
appears Please log in:

Qriginaror: -
Sl Selectthe Web Profile

Eranch: - combio box

Text Captions

The MITAS Internet Property Management Login page appears

Select the Web Profile combo box
Notes

Page 8 of 37



MITAS Online Learning Module Creating a Unit Transfer Transaction

Slide 10 - Slide 10

Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

Depending on the way your agency is set up, Please log in:
there are two valid Property Manager items that
you could choose: Property Manager or  [RiEERRE=lIE
Property Manager - Compliance. A Lender
Property Manager can view and input data for B | ender - Inguiry Only
both compliance and financials. A Property 1 :gizz:ln Line O
Manager - Compliance can view and input I - . A
data for only compliance. Your agency may = R - 1
have established both types of property el Govemment Agency

manager items or only one option may be valid. Feal Estate Agent

= il bortgagor
Senrvicer
Serdcer - Inguiry Onl
Froperty harabiiaht B
Administratar My

Select the appropriate Property [ On

Manager item (Property Manager or | g oncials
Froperty Manager - Compliance) | compliance

Login

Text Captions

Select the appropriate Property Manager item (Property Manager or Property Manager - Compliance)

Depending on the way your agency is set up, there are two valid Property Manager items that you could
choose: Property Manager or Property Manager - Compliance. A Property Manager can view and
input data for both compliance and financials. A Property Manager - Compliance can view and input
data for only compliance. Your agency may have established both types of property manager items or

only one option may be valid.

Notes
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Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS

MITAS =
MIEL 11 Property Manager Number (SULESIE
I5 the company oF agency
number. You cannot view or input .
data for more than one comparty Please log in:
or agency at atime.

Selectthe Property
Password: Manager Number
Pa: teadt box, and input
the appropriate

[ Login number

Text Captions

Select the Property Manager Number text box, and input the appropriate number

The Property Manager Number is the company or agency number. You cannot view or input data for
more than one company or agency at a time.
Notes
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Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

Please log in:

il Froperty Manager

Highlight Box

selectthe
Username text box,
and input your
username (do not use
an administrator
USErmnarms)

Text Captions

Select the Username text box, and input your username (do not use an administrator username)
Notes
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Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

Please log in:
Property Manager Mumber:
Lsernarme: |_
Fassword: Highlight B

Pas i 5 Case it

Select the
[ Logn [ Password text box,
and input your
password

Text Captions

Select the Password text box, and input your password
Notes
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Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS

MITAS Internet Property Management Site

Please log in:
oW IS Froperty banager v
Froperty Manager Mumkber:

i

Zlick the Login button

Text Captions

Click the Login button

Notes
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Address @ hikbp: s, mikas , comymshda/wb002, chix

Menu

MITAS

Main Menu
System Help
Screen Help
Logoff

= Property/Project, Det@il: o

. I
RepDI’tS select the PropertylProject Detail menu item

The Main Menu pageiappears

Text Captions

Notes

The Main Menu page appears

Select the Property/Project Detail menu item
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Address @ hikbp: s, mikas , comymshda/wb002, chix

Property/Project
Q/F HEw 22
TTTAS I
MITAS Financials | flove-inddove-out | Error Log
Transactions Upload | |
Screens Retrieve F'erer‘L‘y:| ‘ [ Fetrieve
Property/Project
; Invalid Property Murnber
Main Menu
System Help The PropertylProject Information Name:
Screen Help pade appears Phone Numb
Logoff . (0007 000-0000

(000 000-0000

Fax Numbher
(0000 0ao-00oo0

Fiscal ¥ear End: 00,00

Project Stage

Text Captions

The Property/Project Information page appears
Notes
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Property/Project
VP HEWM 22 Fun: 02802520057
Financials hosE-ind pwe- oLt Error Log
Transactions Upload
Retriewve F'ru:nperl:y:| :[ Highlight Ba | Fetriewe
lvalid Property Mum
Far security reasons, you Select the Retrieve
Property: 9999¢ Must knowy the property Property text box,
R number for which you are and input the I
perty ' trying to create a Property Number ™ oo
transaction. (000) 000-0000 0000
Fax Number:
(000) 000-0000
Fizzal Year End. 0000
Project Stage Date
Text Captions

Select the Retrieve Property text box, and input the Property Number

For security reasons, you must know the property number for which you are trying to create a

transaction.
Notes
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Property/Project

O/F HEWM 22

Financials rowve-inove-out

Transactions Upload

Retrieve Property: |
; Invalid Property Mumber

Property: 999999999999

xxxxxxxxxxx Name:

Property Address:

Fizcal Year End. 00,500

Project

Stage

Run: 020272005

Error Log

- =

iﬂiﬂ%x

Click the Retrieve button

Phone Number: Ext:
(000 00Q-00ao0 ooao
(000 000-00a0 onao
Fax Number:

(000 00a-00a0

Date

Text Captions

Notes

Click the Retrieve button
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Property/Project
OFF HEWMA 23 Run: O20S2008(

Financials Muvgﬁéﬂﬁ&gpﬁ]ﬁ}—uut Error Lag
Transactions Upload ™ AN

Click the Move-InfMove-Out button to create a

_ Fecertification transaction
\'-.-"'el’lf‘_-,f the property address mormeEnonT s TOTeL L TS e

information is not correct, contact your agency.
Property: 87643  1he PropertylProject Information
Property Address: Pade appears with the property data  ppone Number: | Ext:

MITAS MANOR (9721 542-1000 ooo
1450 MCKIMMEY BLYD 000y 000-0000 o0o
MCKIMMEY, TX T5071 Fax Numbher:

(97215421100

Fizcal Year End: 12031

Project Stage Date

Text Captions

The Property/Project Information page appears with the property data
Verify the property address information is correct. If the information is not correct, contact your agency.

Click the Move-In/Move-Out button to create a Recertification transaction
Notes
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Move-In/Move-Cut
0P HS194 Run: 02022005

Property: 87643 Name: MITAS MANOR

select the Building

Insert Transaction combo box

Effective Date Certification Type  Tenant Name SSN

[Rack | [ 2okmit |

The Move-In/Move-Out transaction
page appears

Text Captions

The Move-In/Move-Out transaction page appears

Select the Building combo box
Notes
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Move-In/Move-Cut
0P HS194 Run: 02022005

Property: 87643 Name: MITAS MANOR

Insert Transaction Salact the Es5h

appropriate
building number
item

Effective Date Certification Type

Back

= TP ]

Text Captions

Select the appropriate building number item
Notes
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Move-In‘Move-Out
0/F HSM134 Run: 02/09/2005(
Property: 87643 Mame: MITAS MANOR
1w
1A
box
Effective Date Certification Type  Tenant Name SSN
020112005 Move In JAMES CARTER 322987111
| Back | | Submit |
Text Captions

Select the Unit combo box
Notes
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Move-In/Mowve-Cut

OsF HS N9 Run: 02/0972005(
Property: 87643 Mame: MITAS MANOR
1w
14
Insert Transaction Fefresh
Effective D T Selectthe
eclive Lrale -ermcation 1ype H H
02401 72005 Move In appmprlate unit 11
=Tyl
| Back | | Submit |

Text Captions

Select the appropriate unit item
Notes
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Mowve-In/Move-Cut
/P HEWNM2g Run: 02/0972005(
Property: 87643 Mame: MITAS MANOR
1w
v
o,
Insert Transaction ;[rj} I%ﬁﬁﬁﬁ@@ox
Effective Daf _ .
mmieons | Click the Refresh button to refresh the page with ez
the transaction data for this building and unit
[ I:iElCK] l S LTIt ]
Text Captions

Click the Refresh button to refresh the page with the transaction data for this building and unit

Notes
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Mowve-In/Mowve-Out

QP [:| I{th | It Fun: 02092005
Ck e Inse Property: 87643 Name: MITAS MANOR
Transaction button to 1 B
create a Unit Transfer
transaction 18
Insert W Refresh
Effective Date Certification Type  Tenant Name SSN
03501 2002 hlowe In CLANTOM MOORE 332019576
020012003 Recertification CLANTOM MOORE 332019576

The new transactions that have not been processed by the
agency are shown on this page for this building's unit.

Text Captions

The Move-In/Move-Out transaction page appears

The new transactions that have not been processed by the agency are shown on this page for this
building's unit.

Click the Insert Transaction button to create a Unit Transfer transaction
Notes
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Mowve-In/Mowve-Out
OfF HSW194 Run: 02/09/2005(

Property: 87643 Name: MITAS MANOR

Highlight Box

Select the Effective Date text
b, and input the date of the
unit transfer transaction

|Back | | Submit |

Text Captions

Select the Effective Date text box, and input the date of the unit transfer transaction
Notes
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Move-In/Mowve-Cut
P HSWrH9g Fun: 02092005
Property: 87643 Name: MITAS MANOR
0
ke In
Select the Certification
1w Type combo box
14w
|Back | | Submit |
Text Captions
Select the combo box
Select the Certification Type combo box
Notes
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Mowve-In/Mowve-Out
OfF HSW194 Run: 02/09/2005(

Property: 87643 Name: MITAS MANOR

05/01/2003

ke In

Move Out
|IniHighdiote e
Fiecenifid ) k
14

Selact the Unit Transfer item

Back || Submit ]

Text Captions

Select the Unit Transfer item
Notes
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Move-In/Move-Out
P HSWrH9g Fun: 02092005
Property: 87643 Name: MITAS MANOR
05/01,/2003
Unit Transfer &4
Select the Transfer Building
combo box
Back | | Submit |
Text Captions
Select the Transfer Building combo box
Notes
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Move-In/Mowve-Cut
P HSWrH9g Fun: 02092005
Property: 87643 Name: MITAS MANOR
05/01,/2003
Unit Transfer |+
1 ™
1
E- selectthe tar_get building
for the unit transfer
Text Captions
Select the target building for the unit transfer
Notes
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Mowve-In/Mowve-Out
OfF HSW194 Run: 02/09/2005(

Property: 87643 Name: MITAS MANOR

05/01/2003

it Transfer s

il

1A

Select the Transfer Unit
[Back | [ Sub combo box

Text Captions

Select the Transfer Unit combo box
Notes
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Mowve-In/Mowve-Out
OfF HSW194 Run: 02/09/2005(

Property: 87643 Name: MITAS MANOR

05/01/2003

it Transfer s

Select the target unit
for the unit transfer

Text Captions

Select the target unit for the unit transfer
Notes
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Mowve-In/Mowve-Out
OfF HSW194 Run: 02/09/2005(

Property: 87643 Name: MITAS MANOR

05/01/2003

it Transfer s

1 1w

1C g

Back | Subimit |

Click the Submit button

Text Captions

Click the Submit button

Notes
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>

eBack h \_)l @ @ \_h pSearch “ET'\?Faw:urites @ E::E{v :ﬁ J ﬁ '3 Links
Address @ hktps: § v, mikas, connfmshdafiwb002 , che i Go

Move-In/Move-Out »
QP HEWM94 Run: 02809/2005016:03)
. Property: | 87643 Name: | MITAS MANOR
RII T_.L\S Building: 1
Unit: 1B
Effective Date: 05012003
Certification Type: Unit Transfer
SEIEElS Tenant Delete Family Members
Mowve-InfMove-Out
Dptiuns i TEMANT INFORMATION
The Tenant Information page appears 1
Income:\ | Ower Incorme
After reviewing the | .
. , _ ncome Source:
LELRLEL] information on the screen _
SEOE click the Submit b Latino
Screen Help There is no data change allowed for the Unit Transfer transaction.
Logoff The system automatically uses the tenant's data from his most current
transaction.
Handicapped: Live In Ald: -

Text Captions

After reviewing the information on the screen click the Submit button

There is no data change allowed for the Unit Transfer transaction. The system automatically uses the
tenant's data from his most current transaction.

The Tenant Information page appears
Notes

Page 33 of 37



MITAS Online Learning Module Creating a Unit Transfer Transaction

Slide 40 - Slide 40

eBack - -.\_:J @ @ \f_:j pSearch *Favurites @ Bv .{_% . |_J ﬁ ‘ﬁ Lirks

Move-In/Move-Cut
OJF HEWM94 Run: 02809/2005016:03)
Property: | 87643 Name: | MITAS MANOR
Building: 1
Unit: 1B
Effective Date: 050172003
Certification Type: Unit Transfer

MITAS

Screens |

Tenant Delete ‘ Family Members
Mowve-InMowve-0ut

TEMAMT INFORRMATION
Name: [CLAYTON MOORE |
E:uhEﬂt SIS
Income: {18,000 | [ Over Income
Income Source: | F Federal Wage

Options

Main Menu
System Help Race: | Hispanic Hispanic or Latino

Screen Help Date of Birth: (MMD DAY YY)
Logoff No Family Members: [+ | Number of Children:|[2 |

Student: - Mo Yes  Yes & Qualify
Handicapped: Live In Aid:

>

Address @ hktps: § v, mikas, connfmshdafiwb002 , che i Go

3

Text Captions
Notes
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>

@Back < \_)l @ @ 1 ;j ;j Seatch “ET'\?Faw:urites @ r::z{v .,:;,, J ﬁ 3 Lirks
Address @https:,f,fwww.mitas.cu:um,l'mshda,l'wl:n:ll:l2.cl:ux i Go

Move-In/Move-Out »
QP HEWM94 Run: O2809,/2005016 067
Property: 87643 Name: MITAS MANCOR
i ; o
RII T-—“\-S Building: |1 |
Init: |18 |
Screens Insert Transaction Refresh
Mowve-InfMove-Out
Effective Da-  The Move-In[Move-Out transaction SSN
ﬂptiung 03401 2002 page appears 332019876
X 0290142003 332019876
Back 0501 2005 Tran=fer Cut CLAY TR MOORE 332019576
Submit : . . . .
only the new transactions (no historitcal information) that have not been
processed by the agency are shown on this page. You can still change B
Click the Logoff lir any information if the transaction is shown here.
manager _ o . .
: If yol would like to see historical information, you can print the Tenant
MWaster Report.
W

Text Captions

Click the Logoff link to log off the property management website
The Move-In/Move-Out transaction page appears

Only the new transactions (no historitcal information) that have not been processed by the agency are
shown on this page. You can still change any information if the transaction is shown here.

If you would like to see historical information, you can print the Tenant Master Report.
Notes
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»

eBack > |£| \ELI ;\J /I.-\JSearch ‘f:f:-’Favorites @:I - “17-' _] ﬁ f‘ Lirks

Address @http:,l',l'www.mitas.cnm,l'mshda,l'wl:ﬂ:ll:lz.chx v | lgd 5o

You are now logged off the Internet PropertyFroject Administration system.

The Logoff page appears

Login screen

End of simulation

Text Captions

The Logoff page appears

End of simulation
Notes
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Congratulations!
You have completed Creating a Transfer Transaction
Text Captions
Congratulations!
You have completed Creating a Transfer Transaction
Notes

Page 37 of 37



